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Introduction

General:  This Visual Management Guide for USDA Stationery Systems

supports the Department’s need to speak with “one unified voice,” to maintain

consistent corporate identity, and to accrue economy of scale with visual

information.

This and related guides bring the Department’s Visual Management Manual,
published in 1980, up to date with current technology, Department policy,

Department reorganization, and visual information. The impact of standards

on visual communication holds as true today as when the first standards were

released. “When various sources of identity are consistent and maintained by

quality standards, the public is receptive to an organization’s endeavors. In

order to present consistent quality material to the public, it is imperative that
an organization’s visual materials be assembled deliberately, so that they do

not appear to have been determined by chance.”

Authority:  These standards are approved by appropriate authorities and they

are mandatory. Authorities for their use are found in Department Regulation

(DR)1470: Policy for Visual Communication Standards. Certain variances
arise due to technology, organizational functions, and unique audience needs.

Variances must be approved in writing by the Office of Communications

Design Center.

Compatibility:  Other guides which are compatible with the Department’s

visual management system are The USDA Symbol, Its Purpose and Use,
Office of Communications (August 1996); Service Center Signs, National

Food and Agricultural Council (September 1996); Design Standards, Farm

Service Agency (November 1997); The RMA Symbol, Risk Management

Agency (May 1998); and Newstyle Guide, USDA Policy and Style Guidelines
for News Releases and Other News Material, Office of Communications

(June 1998). Guides for publication systems, exhibits, presentations, and
certain electronic media will be forthcoming.

Specifications:  Specifications are written to apply across the broadest

spectrum of technologies in the Department and the graphic arts industry.

Consequently, measurements are given in the U.S. Customary System while

typographic specifications remain in the traditional pica system.

Color:  In adherence to the U.S. General Services Administration’s Property

Management Regulations, USDA stationery materials are generally one color

only. The color is black or dark blue (PMS 288). When two colors are ap-

proved, they follow the colors for the USDA symbol (PMS 288 and PMS 343,

which is dark green). See “The USDA Symbol, Its Purpose and Use.”
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Measurement Systems

Layout specifications for USDA print

materials are given in inches, the

U.S. Customary  System . The smallest

increment used in this guide is 1/16

(.0625) of an inch.  This chart gives the

conversion for fractions of an inch to

decimals for use on various computer

platforms. Use the decimal equivalent

given in column B on the conversion

chart, for your stationery layout.

Typographic specifications (for the size

of type, the space between lines, rules,

line length, and the like) are given in the

Pica System, the printing industry stan-

dard. There are 12 points to a pica and

6 picas to an inch. Therefore, 72 points

equal one inch. A typical typographic

specification would read “set Helvetica

regular, 8/9 x 13,” which means:

Helvetica = the name of the typeface;

8 = the size of the typeface in points;

9 = leading, the space between lines in

points; and 13 = the length of the line or

the width of the column in picas. The

smallest increment used for type speci-

fications in this guide is 6 points.

Most users are familiar with the U.S.

Customary System. However, both inch

and pica measurement options appear

on many computers. This conversion

chart shows the relationship between

the two systems as a general reference.

While direct correlation between the two

measurement systems is not exact, it

can be seen that some increments of

an inch are very close to the pica sys-

tem equivalents. For instance, 1/4"

(.250) is the same as 1.5 picas or 18

points (.248).

The size of lines, generally referred to

as “rules,” are shown in both measure-

ment systems for general reference.

Grid Systems

A grid is an underlying structure for the

placement of elements on a page. The

grid system for USDA stationery is set

up to create boxes which are easily de-

fined in current computer systems. Each

box contains an element such as the

USDA symbol, an address, or a title. All

USDA stationery can be created by

drawing the appropriate size box and

placing each element in it following the

specifications.

Typography

All type for the USDA stationery system

is specified in the typeface Helvetica.

The typeface equivalent to Helvetica on

PC platforms is named “Arial.” The pre-

ferred type for text material is Times

Roman unless otherwise specified. An

equivalent typeface to Times Roman is

known as Times Ten.

United States 
Department of 
Agriculture

Farm and Foreign
Agricultural
Service

Foreign 
Agricultural
Service

International
Trade Show
Office

1400 Independence 
Avenue SW
Washington, DC
20250-0500

The Foreign Agricultural Service is an agency 
of the Department of Agriculture's
Farm and Foreign Agricultural Services mission

Text insertion point, 1 1/2" (1.50) from left edge 
of the page and 1 1/8" (1.125) from the top. 
Align with the USDA symbol and the Department name.

An Equal Opportunity Provider and Employer • Printed on Reclaimed Materials

Boxes for placement of information

Page

Basis of the grid system.



USDA Stationery Systems

5

C

Points

3

6

9

12

15

18

21

24

27

30

33

36

39

42

45

48

51

54

57

60

63

66

69

72

D

Picas

0.25

0.50

0.75

1.00

1.25

1.50

1.75

2.00

2.25

2.50

2.75

3.00

3.25

3.50

3.75

4.00

4.25

4.50

4.75

5.00

5.25

5.50

5.75

6.00

A

Fraction
of an inch

1/16

1/8

3/16

1/4

5/16

3/8

7/16

1/2

9/16

5/8

11/16

3/4

13/16

7/8

15/16

16/16

E

Decimal
equivalent
of an inch

.041

.083

.124

.166

.207

.248

.290

.331

.373

.414

.455

.497

.538

.579

.621

.662

.704

.745

.787

.828

.870

.910

.952

.994

B

Decimal
equivalent
of an inch

.062

.125

.187

.250

.312

.375

.437

.500

.562

.625

.687

.750

.812

.875

.937

1.000

0.5 point (.007)

1.0 point (.014)

2.0 points (.028)

3.0 points (.041)

4.0 points (.055)

5.0 points (.069)

6.0 points (.083)

7.0 points (.097)

8.0 points (.110)

9.0 points (.124)

10.0 points (.138)

11.0 points (.152)

12.0 points/1 pica (.166)

24 points/2 picas (.331)

36 points/3 picas (.497)

48 points/4 picas (.662)

60 points/5 picas (.828)

72 points/6 picas (.994)

U. S. Customary System Pica System

Conversion Chart

Lines (rules) and Boxes.
Measures are shown in the Pica System (points),
and the U. S. Customary System in decimals of
an inch.
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February 11, 1996

Dear Food  Industry Executive:        
       

    

In response to the rapid growth of consumer-oriented food exports in
 Brazil, th

e U.S. 

Department of Agriculture's Trade Show Office has organized the Great American Food 

Show-Brazil '96, August 26-28, in Sao Paulo, Brazil.

The Brizalian market offers an excellent opportunity for you to expand your export 

business. U
.S. exports o

f consumer-oriented foods to Brazil ro
se 146 percent in 1995 

from a year earlier. Nearly every consumer food product cagtegory, fro
m red meats 

and produce to snack foods and beverages, re
ached an all-tim

e export re
cord in 1995. 

Brazilian importers and consumers se
ek American foods to satisfy

 their desire for

convenient and high-quality products su
ch as breakfast cereals, c

heeses, fru
its, f

rozen

vegetables, and ethnic foods, to
 name a few.

The Great American Food Show-Brazil '96 is a
 marketing opportunity that no forward-

looking exporter can afford to miss. T
his th

ree-day event will attract im
portant wholesalers,

importers, re
tailers, a

nd food service buyers fr
om throuthout Brazil. T

hese contacts w
ill 

converge at the show to establish relations with producers of Western-style products, 

that are increasingly demanded by Brazil's g
rowing middle class. 

Through a series of seminars offered at the show, you will le
arn how to achieve maximum

results in
 expanding your exports. S

eminars w
ill cover a variety of im

portant topics 

ranging from consumer preferences to customs clearance issu
es in Brazil.

We ask you to review the enclosed materials and plan for this exciting event. Booths will

be assigned on a firs
t come, firs

t served basis–so be sure to get your application in plenty

of tim
e to reach the May 31 deadline.

We look forward to seeing you at the Great American Food Show-Brazil '96.

Sincerely,

Willis 
Collie

Trade Show Coordinator

United States 

Department of 

Agriculture

Farm and Foreign

Agricultural

Service

Foreign 

Agricultural

Service

International

Trade Show

Office

1400 Independence 

Avenue SW

Washington, DC

20250-0500

The Foreign Agricultural Service is an agency 

of the Department of Agriculture's

Farm and Foreign Agricultural Services mission

An Equal Opportunity Provider and Employer

I. Standard Business Letterhead/Use and Specifications

Use

The Standard Business Letterhead is

designated for all of the Department’s

general business correspondence. Use

it for preprinting of stocks for central of-

fices. This format may also be used for

field offices and small units where on-

demand electronic printing is available

and the names and locations are rela-

tively constant.

Example of specifications applied.

Typesetting

Set all type in Helvetica, flush left, rag

right, normal word and character spac-

ing, upper and lower case.

Department name: Set on three lines,

8/9 bold.

Mission area, agency name, subunit,

address: Set on lines to fit, 8/9 regular.

Note: The mission area designation is

not applicable to staff offices. It applies

to all line agencies that report to an

Assistant Secretary.

Agency mission statement, partnership,

affiliations: Set in one to three lines, 7/8.

EEO statement, paper stock: Set on

one line, 7 points.

Identifiers

USDA symbol: Position the symbol

1 1/2" (1.500) from the left edge of the

page and 3/8" (.375) from the top edge

of the page as shown.

Agency symbols, other marks: Place

1/8" (.125) to the left of the agency mis-

sion statements, affiliations, and the

EEO statement. Agency symbols should

be smaller than the USDA symbol or

not exceed it in width.

Body of the Letter

Begin the body of the letter 1 1/2"

(1.500) from the left edge of the page

and

1 1/4" (1.250) from the top of the page,

as shown.
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I. A. Standard Business Letterhead/Grid and Measures
Size: 8 1/2" (8.500) x 11" (11.000)

The Foreign Agricultural Service is an agency 
of the Department of Agriculture's
Farm and Foreign Agricultural Services mission

An Equal Opportunity Provider and Employer • Printed on Reclaimed Materials

United States 
Department of 
Agriculture

Farm and Foreign
Agricultural
Services

Foreign 
Agricultural
Service

International
Trade Show
Office

1400 Independence 
Avenue SW
Washington, DC
20250-0500

Text insertion point, 1 1/2" (1.50) from left edge 
of the page and 1 1/8" (1.125) from the top. 
Align with the USDA symbol and the Department name.

3/8" (.375)

3/4" (.750)

1/8" (.125)

8 3/4" (8.750)

1/8" (.125)

1/8" (.125)
1/8" (.125)
3/8" (.375)

1/4" (.250)

  3/8"            1"         1/8"                 6  5/8"                3/8"
(.375)      (1.000)    (.125)                                                                   (6.625)                                                                                (.375)

Symbol
   5/8"
 (.625)

Department

Mission area

Unit

Address

Agency

Agency
identifier, as
appropriate

Agency mission statement, partnership, affiliations.
EEO statement, paper stock
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Use

The Special-Purpose Letterhead is

designated for the Department’s

general business correspondence when

on-demand electronic printing is the

norm as well as when window enve-

lopes are required. It is applicable for

use when the names and locations of

units change with a frequency that

prohibits the stockpiling of preprinted

forms.

Typesetting

Set all type in Helvetica, centered, nor-

mal word and character spacing, upper

and lower case.

Department name: Set on one line,

8/9 bold.

Mission area, agency name. Set on two

lines, 8/9.5 regular.

Note: The mission area designation is

not applicable to staff offices. It applies

to all line agencies that report to an

Assistant Secretary.

Address, partnership, affiliations:  Set

maximum of three lines, 8/9 regular.

EEO statement, paper stock: Set on

one line, 7 points.

Identifiers

USDA symbol: Position the symbol 3/8"

(.375) from the top edge of the page,

centered, as shown.

Agency symbols, other marks: Place

1 1/8" (1.125) from the bottom of the

page, centered. Agency symbols should

be smaller than the USDA symbol, or

not exceed it in width.

Body of the Letter

Begin the body of the letter 1" (1.000)

from the left edge of the page and

1 13/16" (1.812) from the top of the

page, as shown.

II. Special-Purpose Letterhead/Use and Specifications

Example of specifications applied.

United States Department of Agriculture

Research, Education and Economics

Agricultural Research Service

North Atlantic Area • Poultry Processing and Meat Quality Research Unit

Russell Reserch Center • P
.O. Box 5677 • Bangor, M

E 30604-5677

Voice 706 546-3052 • FAX 706 546 3533 • E-mail: dmarshall@neiga.net

An Equal Opportunity Provider and Employer • P
rinted on Reclaimed Materials 

November 14, 1997

Editor

Agricultural Research Magazine

Room 404

6303 Ivy Lane

Greenbelt, M
D20770

Dear Mr. M
cLaughlin:

Big and juicy Robada apricots give U.S. growers an alternative to the five standard varieties of this fru
it 

grown commercially in the United States today. Robada has a pleasant balance of natural sugars, a
cids, 

and aromatic compounds. People who have tasted it th
ink it's o

utstanding. 

Robada offers m
ore flavor and aroma than many other commercial apricots. A

nd it sh
ips well. T

he jumbo

fruit is 
intended for fre

sh-market sales, th
ough further testing may reveal that it is

 also suitable for drying,

canning, or fre
ezing. 

Robada ripens in mid-May through nearly the end of the month–the peak of the Califfo
rnia harvest. T

he

apricot's fi
rm, finely textured flesh is an attractive deep orange. A bright-red blush may tint nearly half

of its 
surface, depending on how much sun reaches the fruit during ripening.

Like most other commercial apricots, R
obada is se

lf-pollinting, meaning that each tree will bear fru
it 

without the need for other apricot trees to be planted nearby as pollen sources. Robada is th
e result of four 

consecutive hybridizations of different sets of parent trees. Those crosses, m
ade by horticulturist D

avid K.

Ramming of the Fresno laboratory, were followed by 8 years of orchard observation.

The Agricultural Research Service has obtained a patent for the apricot. Commercial nurseries can apply

to the ARS Office of Technology Transfer for a license to produce Robada trees. Though Fresno research 

results a
pply primarily to California orchards, Robada might be suitable for other U.S. regions where

apricots are grown. California produces nearly all of Americ's apricots.

Sincerely,

Graig A. Ledbetter

USDA-ARS Horticultural Crops Research Laboratory
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II. A. Special-Purpose Letterhead/Grid and Measures
Size: 8 1/2" (8.500) x 11" (11.000)

3/8" (.375)

7/16" (.437)

1/4" (.250)

1/2" (.500)

1/4" (.250)

7 9/16" (7.562)

1/8" (.125)

3/8" (.375)

1/8" (.125)

3/8" (.375)
1/8" (.125)
1/8" (.125)

3/8" (.375)

      1"                                                                                       7 3/4"                                                                                     1"
 (1.000)                      (7.750)                    (1.000)

Symbol
   5/8"
 (.625)

Department,
mission area,
agency

Agency symbol

Address,
affiliations

EEO statement,
paper stock

United States Department of Agriculture

Research, Education and Economics
Agricultural Research Service

North Atlantic Area • Poultry Processing and Meat Quality Research Unit
Russell Reserch Center • P.O. Box 5677 • Bangor, ME 30604-5677

Voice 706 546-3052 • FAX 706 546 3533 • E-mail: dmarshall@neiga.net

An Equal Opportunity Provider and Employer • Printed on Reclaimed Materials 

Text insertion point.
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III. Standard Business Envelope/Use and Specifications

United States Department of Agriculture

Research, Education and Economics

Agricultural Research Service

North Atlantic Area

Processing and Meat Quality Research Unit

Russell Research Center

P.O. Box 5677

Bangor, M
E 30604-5677

Official Business

Penalty for Private Use $300

Professor Richard Lattimore

Department of Biology

University of Maine

Harding Hall

Presque Isle, ME 04769

Use

The Standard Business Envelope is

designated for use with all general busi-

ness correspondence except when win-

dow envelopes or other special-purpose

envelopes are required.

Typesetting

Set all type in Helvetica, flush left, rag

right, normal word and character spac-

ing, upper and lower case.

Department name: Set on one line,

8 point, bold.

Mission area, agency name. Set on two

lines, 8/9 regular.

Note: The mission area designation is

not applicable to staff offices. It applies

to all line agencies that report to an

Assistant Secretary.

Address: Set 8/9 regular.

Penalty statement:  Set in two lines,

6/7 regular.

Identifiers

USDA symbol: Position the symbol 3/8"

(.375) from the top of the envelope and

2 3/4" (2.750) from the left edge, as

shown.

Envelope Zones

The U.S. Postal Service has established

certain zones for the placement of infor-

mation on an envelope. The zones are

set up generally as shown here. For de-

tailed specifications on zones and other

specific mailing information see Design-

ing Business Letter Mail, Addressing

The Future, publication 25, August 1992

edition, and Designing Letter Mail, pub-

lication 25, August 1995 edition, U.S.

Postal Service.

Example of specifications applied.

Envelope zones.

POSTAGE
ZONERETURN

ADDRESS

SPECIAL
MAILING
INSTRUCTIONS
ZONE

READ ZONE

OCR ZONE

BAR CODE READ ZONE
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III. A. Standard Business Envelope/Grid and Measures
Size: 4 1/8" (4.125) x 9 1/2" (9.500)

United States Department of Agriculture

Research, Education and Economics
Agricultural Research Service

North Atlantic Area
Processing and Meat Quality Research Unit
Russell Research Center
P.O. Box 5677
Bangor, ME 30604-5677

Official Business
Penalty for Private Use $300

Standard Business Envelope

 The Measurements and Specifications Are the Same for Large Envelopes

Department name

Mission area,
agency

Address

Penalty statement

3/8" (.375)

United States Department of Agriculture

Research, Education and Economics
Agricultural Research Service

North Atlantic Area
Processing and Meat Quality Research Unit
Russell Research Center
P.O. Box 5677
Bangor, ME 30604-5677

Official Business
Penalty for Private Use $300

  3/8"                     2 1/8"                       1/4"
(.375)                   (2.125)     (.250)

Symbol
 1/2"

(.500)
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United States Department of Agriculture

Office Of The Secretary

Washington, D.C. 20250

It is 
my distin

ct privilege to announce to all Department of Agriculture (USDA) employees that one

 of  our Washington, D.C. Headquarters C
omplex Buildings, th

e Administra
tion Building, has been renamed

the "Jamie L. Whitten Federal Building." Public Law 103-404 permanently names this building in honor

of a respected legislator who recently retired from the House of Representatives after 53 years of continuous 

service. No other lawmaker has served the nation longer.

Congressman Jamie L. Whitten was firs
t elected to the House, fro

m the State of Missis
sippi, in 

November 1941. In 1949, he was selected as Chairman of the Agricultural Appropriations Subcommittee. 

From this positio
n, Congressman Whitten was a key figure in the development of national agricultural policy.

His in
terest in

 agriculture continued even after he was made Chairman of the full Appropriations 

Committee in 1979.

I served in the House with Congressman Whitten, and I have first
-hand knowledge of his personal

commitment to the nation's farmers. I 
can think of no more fitti

ng trib
ute to one who has dedicated his

career to American agriculture than the renaming of the Administra
tion Building in his honor.

From now on, any reference in a law, map, regulation, document, paper, or other record of the United

States to the Federal building located at the northeast corner of the intersection of 14th Street and 

Independence Avenue, Southwest, in
 Washington, Distric

t of Columbia, shall be deemed to be a reference 

to the "Jamie L. Whitten Federal Building."

Dan Glickman

Secretary

Distrib
ution: ALL OFFICES NATIONWIDE 

OPI: OSEC

June 14, 1995

SECRETARY'S MEMORANDUM 5140-1

Naming of the "Jamie L. Whitten Federal Building"

IV. Memorandum, Note Pad, Personal Note/Use and Specifications

United States Department of Agriculture

Research, Education and Economics

Cooperative State Research, Education, and Extension Service

United States Department of Agriculture

Research, Education and Economics

Office of the Under Secretary

Use

Several memorandums and memo pads

are in the Department’s stationery in-

ventory. A formal memorandum  must

adhere to instructions set forth in the

Department’s and the agencies’ Corre-

spondence Manual.  The Special-Pur-

pose Letterhead is designated for for-

mal memorandum. In certain cases ei-

ther letterhead may apply. Other infor-

mation about formal memorandums

may be found in the U.S. Government

Correspondence Manual, published by

the U.S. General Services Administration.

The note pad  is designated for general

use when the demand is justifiable.

Personal note pads  are designated for

executives of the Department.

Typesetting

Set all type in Helvetica, centered, nor-

mal word and character spacing, upper

and lower case.

Department name: Set on one line,

8/9 bold.

Mission area, agency name. Set on one

to two lines, as applicable, 8/9.5 regular.

Note: The mission area designation is

not applicable to staff offices. It applies

to all line agencies that report to an

Assistant Secretary.

Names or titles : Set on one line,

8/9.5 regular.

Identifiers

USDA symbol: Position the symbol 3/8"

(.375) from the top, centered, as shown.

Example of
specifications applied.

Formal memorandum.

Note pads.

Personal note.
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IV. A. Memorandum, Note Pad, Personal Note/Grid and Measures
Sizes: Note Pad, 5 1/2" (5.500) x 8 1/2" (8.500); Personal Note, 4 1/4" (4.250) x 5 1/2" (5.500)

Note Pad

Personal Note

United States Department of Agriculture
Research, Education and Economics

Cooperative State Research, Education, and Extension Service

3/8" (.375)

3/8" (.375)

1/8" (.125)

  7 1/4"
(7.250)

3/8" (.375)

3/8" (.375)

3/8" (.375)

1/8" (.125)

4 1/4" (4.250)

3/8" (.375)

   3/8"                                                      4 3/4"                                                       3/8"
 (.375)                                            (4.750)                (.375)

Symbol
 5/8"
.625

Department,
mission area,
agency,
other units
as appropriate

Department,
mission area,
agency, office,
as appropriate

           3/8"                 3 1/2"              3/8"
         (.375)                (3.500)            (.375)

Symbol
1/2"

(.500)

United States Department of Agriculture
Research, Education and Economics

Office of the Under Secretary
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V. Business Cards/Use and Specifications

United States Department of Agriculture

Animal & Plant Health Inspection Service

Kristine W. Morrison 

Plant Protection and Quarantine

4700 River Road, Unit 516-A, Riverdale, MD 20737-1232

Voice: (301) 734 7799 • FAX (301) 734 5250

Email: kristine.morrison@usda.gov

Kristine W. Morrison

Administrative Support Assistant

United States Department of Agricultre

Animal & Plant Health Inspection Service

Plant Protection and Quarantine

4700 River Road, Unit 516-A

Riverdale, MD 20737-1232

Voice: (301) 734 7799 • FAX (301) 734 5250

Email: kristine.morrison@usda.gov

Use

Note: The printing of business cards

at Government expense shall abide

by the ruling of the Chief Financial

Officer of each agency. When printed

at Government expense, business

cards are for official use only and

must follow these formats.

Three formats are available. The busi-

ness card may be used with or without

an agency symbol. The USDA symbol is

always used.

Typesetting

Set all type in Helvetica, centered or

flush left, normal word and character

spacing, upper and lower case, regular

or bold, as shown. All type is set 7/8 ex-

cept for the individual’s name. On the

flush left format, the name is set 10

points bold. On the centered format, the

name is 9 points bold.

Identifiers

USDA symbol: Position to the sizes

shown.

Agency symbols or other marks: Posi-

tion as shown. The size should be the

same as the USDA symbol.

Example of specifications applied.

Flush left format, USDA symbol only. Flush left format, with USDA and
agency symbol.

Centered format, USDA symbol only.

Kristine W. Morrison

Administrative Support Assistant

United States Department of Agriculture

Animal & Plant Health Inspection Service

Plant Protection and Quarantine

4700 River Road, Unit 516-A

Riverdale, MD 20737-1232

Voice: (301) 734 7799 • FAX (301) 734 5250

Email: kristine.morrison@usda.gov
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V. A. Business Card/Grid and Measures
Size: 3 1/2" (3.500) x 2" (2.000)

1/4" (.250)

1" (1.000)

1/4" (.250)

Symbol
3/8"

(.375)

5/16" (.312)

3/16" (.187)
United States Department of Agriculture
Animal & Plant Health Inspection Service

Kristine W. Morrison 
Plant Protection and Quarantine

4700 River Road, Unit 516-A, Riverdale, MD 20737-1232

Voice: (301) 734 7799 • FAX (301) 734 5250
Email: kristine.morrison@usda.gov

Business Card/Flush Left Format

Business Card/Centered Format

  1/4"            3/4"          1/8"                               2 1/8"                                       1/4"
(.250)         (.750)       (.125)                             (2.125)                                    (.250)

1/4" (.250)

1 1/2" (1.500)

1/4" (.250)

Symbol
  7/16" 
(.437)

5/8" (.625) Kristine W. Morrison
Administrative Support Assistant

United States Department of Agriculture
Animal & Plant Health Inspection Service
Plant Protection and Quarantine

4700 River Road, Unit 516-A
Riverdale, MD 20737-1232

Voice: (301) 734 7799 • FAX (301) 734 5250
Email: kristine.morrison@usda.gov
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Crop

Revenue

Symposium

August 

1998

Risk
Management

Agency

United States

Department of

Agriculture

VI. Information Folder/Use and Specifications

Crop

Revenue

Symposium

August 

1998

Risk

Management

Agency

United States

Departm
ent of

Agriculture

Crop

Revenue

Symposium

August 

1998

United States

Departm
ent of

Agriculture

United States

Department of

Agriculture

Examples:
Folder with
event title,
agency name,
agency symbol.

Folder with
event title and
agency name.

Folder with
event title only.

Basic folder.

Use

The Information Folder is used for pack-

aging information given out to media

and other groups during media and

special events, symposia, and meet-

ings. It may contain news releases, pub-

lications, program information, agendas,

biographies, and the like.

Typesetting

Set all type in Helvetica bold, flush left,

rag right, normal word and character

spacing, upper and lower case.

Department name: Set on three lines,

14/14 dropped out (reversed) from the

background color.

Agency name: Set 20/22.

Event and date:  Set 36/38 or to fit.

Identifiers

USDA symbol:  Place at the bottom of

the folder with a 1/2” (.500) margin from

the edges of the page.

Agency symbols, other marks:  Position

agency and partner symbols to the right

of the name of the Department. It

should be no higher than the back-

ground color for the Department’s

name.

Color

When printed in more than one color,

print in the colors for the USDA symbol,

PMS 288 (dark blue) and 343 (dark

green). The acronym “USDA” in the

symbol prints PMS 288. The field

graphic underneath the acronym and all

other elements print PMS 343.

Example of specifications applied.
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VI. A. Information Folder/Grid and Measures
Size: 9" (9.000) x 12" (12.000)

1/2" (.500)

1/8" (.125)

3 3/4"
(3.750)

1/2" (.500)

3/4" (.750)

1/8" (.125)

1/8" (.125)

5 5/8"
(5.625)

1/5"
(.500)

     1/2"                  1 7/8"                      1/4"                  1 7/8"                1/8"                  1 7/8"               1 /8"                 1 7/8"                    1/2"
   (.500)               (1.875)                    (.250)               (1.875)              (.125)               (1.875)             (.125)               (1.875)                 (.500)

Department
name, agency
symbol when
used.

Agency name
(when used),
event and date,
as required.

USDA
symbol.

United States
Department of
Agriculture

Crop
Revenue
Symposium

August 
1998

Risk
Management
Agency



Visual Management Guide

18

NEWS RELEASE
FOOD AND NUTRITION SERVICE
Southwest Regional Office

United States Department of Agriculture 
1100 Commerce Street • Room 5C30 • Dallas, Texas 75242

NEWS RELEASE
United States Department of Agriculture •  Washington, DC 20250 

ANIMAL AND PLANT HEALTH INSPECTION SERVICE

NEWS RELEASE
United States Department of Agriculture • Office of Communications • News Distribution Room 460-A
1400 Independence Avenue, SW • Washington, DC 20250-1350 • Internet: news@usda.gov
Voice: (202) 790 9035 • World Wide Web: http://www.usda.gov

 
 

Media Advisory Release No.: 0181.98
            
     Media Contact: Roger Salazar (202) 720-4623

           roger.salazar@usda.gov
        Public Contact: Janet Sledge (202) 720-2065

            janet.sledge@usda.gov
    Dave White (202) 720 3210
              dave.white@usda.gov
   

GLICKMAN TO SPEAK AT USDA EARTH DAY CELEBRATON

WASHINGTON, April 21, 1998--Agriculture Secretary Dan Glickman will be one of 
the featured speakers during tomorrow's Earth Day celebration called "Agriculture and the 
Environment.

He will thank the agricultural community for its public rededication to conse
protecting the more than 1 billion acres of land used for producing food and natural fiber in the
United States. He will also announce the release of a new Backyard Conservation campaign, led 
by USDA's Natural Resources Conservation Service.

This is the first time the agricultural community--led by the National Council of Farmer
Cooperatives--has come together to officially celebrate Earth Day in the nation's capital. Other

k t th l b ti i l d U S R t ti M K t Ri h d R i USDA

VII. News Release/Use and Specifications

1/2” (.500)

1/4” (.250)
1/4” (.250)
1/8” (.125)

1/4” (.250)
1/4” (.250)
1/4” (.250)
1/8” (.125)

Category

Regional news release

News release category

Agency news release

Use

New Releases are used for all official

releases of the Department. The for-

mats for text of releases is found in

“Newstyle Guide, USDA Policy and

Style Guidelines for News Releases

and Other News Materials,” published

by the Office of Communications, July

1998.

Typesetting

Set all type in Helvetica, flush left, rag

right, with normal word and character

spacing in upper and lower case and all

caps.

News release: Set on one line, all caps,

44 point black.

Basic Department address: Set on three

lines, 8/10 regular.

Agency name:  Set on one or two lines,

all caps, 14/16 bold.

Regional identity:  Set the agency name

in all caps, and the region in upper and

lower case, on two lines 14/14 bold.

Categories: Set 20 point bold.

Text: Set 12/14 Courier or equal.

Identifiers

USDA symbol: Position the symbol

1" (1.000) from the left edge and 3/8"

(.375) from the top, as shown.

Agency symbols: When one agency is

identified, use the agency symbol to fit

on the line with the agency’s name if the

agency has a symbol. When two agen-

cies are identified, drop the use of

agency symbols.

Other Federal departments

When USDA shares releases with one

or more Federal departments, refer to

the Office of Communications, Commu-

nications Coordination and Review

Center, for instructions.

18

3/8” (.375)

1/2” (.500)

1/4” (.250)

3/8” (.375)

1/2” (.500)

1/4” (.250)

3/8” (.375)

1/2” (.500)

1/4” (.250)

1/2” (.500)
1/8” (.125)
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VII. A. News Release/Grid and Measures
Size: 8 1/2" (8.500) x 11" (11.000)

Basic Department news release

NEWS RELEASE
United States Department of Agriculture • Office of Communications • News Distribution Room 460-A
1400 Independence Avenue, SW • Washington, DC 20250-1350 • Internet: news@usda.gov
Voice: (202) 720 9035 • World Wide Web: http://www.usda.gov

               Release No.: 0015.98
          
      Media Contact: Laura Trivers (202) 720-4623

            laura.trivers@usda.gov 
         Public Contact: Jim Borland (202) 690-0469

             jim.borland@usda.gov

USDA ACTS TO PROVIDE ASSISTANCE TO NEW ENGLAND STORM VICTIMS 

WASHINGTON, Jan. 13, 1998--Agriculture Secretary Dan Glickman announced today 
that USDA is responding decisively to the need for disaster assistance in New England states hit 
by the week's severe winter storms.

"Our top priority is to help the people of upstate New York and northern New England 
who were directly affected by the ravages of these ice storms," said Glickman. "We responded 
quickly to requests for emergency food assistance and help to dairy farmers in the worst-hit areas,
and we will continue to provide aid to those in need."

Glickman said that employees from USDA's Food and Nutrition Service, Farm Service
 Agency, and Natural Resources Conservation Service are on-site and working closely with 
federal, state, and local officials in New York, Maine, New Hampshire, and Vermont.

The Food and Nutrition Service, at the request of the New York Office of General 
Services, has begun a 3-day food distribution program to households in Jefferson County, N.Y.,
to assist about 3,000 families affected by the severe storms. Approximately 7,500 cases of com-
modities valued at $99,000 were delivered to 13 Jefferson County food pantries on Jan. 12, for 
distribution to area households. Four additional New York counties covered by the Presidential
disaster declaration have not yet indicated the need for disaster food assistance.

In Maine, USDA is providing food to the American Red Cross for use in congregate 
meal service for those displaced from their homes by the storms. USDA food that is in stock from 
on-going nutrition assistance programs like the National School Lunch Program is used in disaster 
situations to provide quick access to food for those in need. The food used is replaced by USDA
when the need for emergency assistance has ended.

Glickman said that Farm Service Agency personnel are working in affected states as 
part of local community Emergency Management Boards to assess damage and match scarce 
resources to critical needs. The most critical agricultural need is getting electrical generators to 
dairy farms suffering power otuages and that rely on electricity to milk their cows. Missed 
milkings can cause animal health problems and losses. In Minnesota, FSA personnel are 
coordinating National Guard shipments of generators from the Midwest to New England to meet 
emergency power needs.

             -more-

3/8" (.375)

1/2" (.500)

1/4" (.250)

1/2" (.500)

1/8" (.125)
1/4" (.250)

1" (1.000)

    1"                5/8"     1/4"                                                              5 5/8"                                                                             1"
(1.000)          (.625)  (.250)          (5.625)                  (1.000)

Symbol, name

Department
address,
agency name,
regional address,
as applicable

Text
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VIII. Name Tag, Table Identification Card/Use and Specifications

Virginia K. Morrison
Farm and Foreign Agricultural Services

Special Programs

Virginia K. Morrison
Farm and Foreign Agricultural Services/Export Programs

United States Department of Agriculture

Use

Name tags and table identification

cards may be used at any function

where employees represent their office

or the Department in some manner.

Typesetting

Set all type in Helvetica, centered, nor-

mal word and character spacing, upper

and lower case.

Name tag:

Person’s name: Set on one line,

18 point bold.

Representation: Set on one or two lines

as applicable, 12/14 regular.

Table identification card:

Person’s name: Set on one line,

48 point bold.

Representation: Set on one line,

24 point bold.

Department name: Set on one line,

21 point regular.

Examples of specifications applied.

Identifiers

USDA symbol: Position the symbol

in the center to the sizes shown.
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VIII. A. Name Tag, Table Identification Card/Grid and Measures
Sizes: Table Identification Card: 11" (11.000) x 4 1/4" (4.250)
Name Tag: 3 1/2" (3.500) x 2 1/4" (2.250)

Name tag

Virginia K. Morrison
Farm and Foreign Agricultural Services

Special Programs

1/4" (.250)

3/8" (.375)

1/4" (.250)

1 1/8" (1.125)

1/4" (.250)

  1/4"                                    3"                                   1/4"
(.250)    (3.000)        (.250)

Symbol
1/2"

(.500)

Name and
representation

3/4" (.750)

1" (1.000)

1/4" (.250)

1 3/4" (1.750)

1/2" (.500)

Name and
representation

Association

Virginia K. Morrison
Farm and Foreign Agricultural Services/Export Programs

United States Department of Agriculture

  1/2"                                                                                             10"                                                                                              1/2"
(.500)     (10.000)               (.500)

Symbol
1"

(1.000)

Table identification card
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To obtain an electronic copy of the
USDA Stationery Systems, Specifications and Uses

Call up the USDA Home page:

http://www.usda.gov

Click

Agencies

Scroll to

Staff Offices

Click

Office of Communications

Under Services click

Design Center

Under the subjects sidebar click

Resources

In the Resources list click

USDA Visual Management Systems

Select

USDA Stationery Systems
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The U.S. Department of Agriculture (USDA) prohibits discrimination in all its programs and
activities on the basis of race, color, national origin, gender, religion, age, disability, political
beliefs, sexual orientation, and marital or family status. (Not all prohibited bases apply to all
programs.) Persons with disabilities who require alternative means for communication of
program information (Braille, large print, audiotape, etc.) should contact USDA’s TARGET
Center at (202) 720-2600 (voice and TDD).

To file a complaint of discrimination, write USDA, Director, Office of Civil Rights, Room 326-W,
Whitten Building, 14th and Independence Avenue, SW, Washington, DC 20250-9410 or call
(202) 720-5964 (voice or TDD). USDA is an equal opportunity provider and employer.

UnUnited States Department of Agriculture


